Employee Self-Service: Emergency Contacts User Guide

This guide will show you how to access (see step 1), review (see step 4), add (see step 6), update (see
step 9) and delete (see step 13) your emergency contact information using Employee Self-Service
(ESS). If you need assistance accessing ESS, please contact your department IT Specialist.

ACCESS EMERGENCY CONTACT INFORMATION:

1.

Go to www.MontgomeryCountyMD.gov/eportal to access the AccessMCG login screen.

Log into the
AccessMCG portal
by entering your
user name and
password, and click
Log In.

Note: If you have a
county email address
and you are unable
to log in, your
password may need
to be reset. Please
contact your
department

IT Specialist for
assistance.

Click the Employee — Employes Self-Service | i Abainess
Self-Service link. ;{,_”’_%'m-m‘ A s Fe sibedehiindab ds
Employee 2 hipaa hipaa
waining HR hyperica
----..'-v;-:;e.--;.--.'MCtime
i OTAC] B s
Payroll Payslip

Click the blue
button that says
Go to Employee
Self-Service.

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

Welcome to Montgomery County, Maryland - Single Sign On

ff——
Password: <—

User Name: JOLIEAD1

[ Forgot Password? | [ My Account |

access/y

application portal

[ Unlock My Account | [ Change My Password |

ol apgrs A, by Kipmvordes

Add to favorites

Welcome to Employee Self-Service!

Manage your personal information, view Payslips and W2s,

Employee
Self Service

apply for jobs, and more

What you can do with Employee Self-Service?

* Review and update your benefits options

* Review and update your official County Personal Information
* Review and update your performance evaluation

* Review and print your Payslips

* Review and downlead your W2 forms

* Search and apply for County jobs

* Sign-up for County training classes

5o to Employee Self-Service
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http://www.montgomerycountymd.gov/eportal

3. | First, click HNavigator
MCG HR Employee
Self-Service

|%§ HR. EEP Self—Ser\rioeI ‘— MOG HR Employ ee Self-Service
M IReq Uument Bmployee

: : 5| Personal Information
Next, click ] MCG HR. Req uitment Rater =
Emergency = My Information
Contacts 5| Emplovee Appraisal
o Allo@ted Checkist
-| Self-Service Benefits
=| Payslip

5| Payment Methods
|

=|

S|

|

Tax Forms

Employee W-2
Employment Verifiation
Total Compensation

Learner Access : Learning
\=| Learner Home
|=| Bxternal Learning

REVIEW EMERGENCY CONTACT INFORMATION:

4. Once |ogged in, 2 y Contacts Extra Information
. Cancel Back Next
you will see your Emp\nv‘eedléame Jolie, Angie S. Employee Number 21120 Lol o] st
. . Orgenization Email Address Business Group Monts ry County MD
eXIStI n g e m e rg e n Cy (1) TO ADD A NEW EMER GENCY CgﬁlTACT, CLICK THE ADD BUTTON. (2) TO DELETE OR UPDATE AN EXISTING EMERGENCY CONTACT, SELECT THE APPROPRIATE RECORD F«?JD CLIC)?‘?;EDEEFE Ot: UPDATE BUTTON. (3) CLICK
d' |ayed THE CANCEL OR BACK BUTTON TO RETURN TO THE HOME PAGE. (4) IF YOU HAVE MADE ANY CHANGES, THEY HAVE NOT BEEN S AVED. CLICK THE NEXT BUTTON TO CONTINUE.
contacts disp . =
COIumnS InCIUde ::::;F:Etﬁ :)el:ta La: ltlp:te MlbihAI::) (OB-XXX-XXXX) Work Phone (XXX-XXX-X00(X) Home Phone (3XXX-XXX-XXXX) Contact Ty Pri Contact
' T e (003006 I 300 000 T
4 FIrSt Name ® Bradey Pitt 999-555-1212 Spouse Yes
° Last Name O Shiloh Jolie-Oitt 301-555-1212 Child No
¢ Mobile Phone [Gancel | [ Back | [t |
e Work Phone
¢ Home Phone Note: A first and last name and at least one phone number are required. Everything
* Cpntact Type else is optional; however, it is a good idea to identify someone as a primary contact.
 Primary Contact | | the event of an emergency, the county will attempt to contact the primary

contact first.

5. | From the
Emergency
Contacts: Extra
Information page,
you can update
your emergency
contact
information by Emergency
using the Delete,
Update or Add Select Object: Deletel Update' | | Add I

buttons. Select Status Frst Name Last Name Mobile Phone (300(-300(-XXXX) Work Phone (303{X-X0(X-X00(X)
® Bradley  Pitt 099-555-1212

O Shiloh Jolie-Citt

Emergency Contacts Extra Information fff————————

Emploges Mame  Jolie, Angie 5.
Orofhization Emall Address
(1} TO ADD A NEW EMERGENCY CORTACT, CLIC EADD BUTTOM. (2) TO DELETE OR UPDATE AN EXISTING EM
THE CANCEL OR BACK UTTOM TO RETURM TO TE HOME PAGE. (4) IF YOU HAVE MADE AMY CHAMGES, THEY HA
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ADD A NEW EMERGENCY CONTACT:

6. i
Click the Add Emergency Contacts Extra Information
button to add a
new emergency
contact. Emplodis Mame  Jolie, Angie S.
Organization Emaiaddress
(1) TO ADD A MBW EMERGENCY CONTACT, CLICKEHE ADD BUTTON. (2} TO DELETE OR UPDATH
THE CANCH. OR BACK BUTTON TO RETURM TO THE HOME PAGE. (4) IF YOU HAVE MADE ANY CH
Emergency Contacts
Select Object:  Delete | Update | |
Select Status Arst Name Last Name Mobilke Phone (O0-200{-20300{) Work Phone (304
O] Bradley Pitt 000-555-1212
O Shiloh Jolie-Gitt
Privacy Statement
7. Enter a First Name Emergency Contacts

and Last Name.
Employes Mame Jolie, Angie S.
Organization Email Address

Enter at least one PLEASE USE THIS FORMAT FOR UPDATING TELEPHOMNE NUMBERS: XO0X00-30000. AFTER ENTERING YOUR CHANGES, CLICK THE APPLY BUTTON TO CONT]

phone number in * First Name [Jon

the appropriate * Last Name  [Voight 4_

f|e|d (MOb”e, WOfk Mobile Phone (3006-X00(-X000K) |424-555—9999 En’rer CIT |6C]ST

or Home phone ‘Work Phane (3XXX- 200X -X0KX) .
P ) Horne Phone (300300 -00K) one phone#

Contact Type [Father [~ ‘_
Select a Contact primary Contact [N <_
Type from the drop- e iy

down menu (ptional.
Home Logout Preferences Help

Privacy Statement

If this is your Primary
Contact, select Yes
from the drop-
down menu.

Click the Apply
button to the far
right (not pictured)
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8. | If you’re finished
updating your

MONTGOMERY MARYLAND

FARM 69 - EBSTST21

MCG HR Employee Self-Service

e m e I‘g e n Cy A Navigator ¥ B Fawiites ¥ Home Logout Preferences Help
coO ntacts CI | C k N ext Emeraency Contacts Extra Information 4
’ Cancel | Back -m
on the Emergency Employee Hame Jolie, Angie S. Employes Humber 21120
Organization Email Address Business Group Montgomery County MD
Co ntacts - EXtra (1) TO ADD A NEW EMERGENCY CONTACT, CLICK THE ADD BUTTOM. (2) TO DELETE OR UPDATE AN EXISTING EMERGENCY CONTACT, SELECT THE APPROPRIATE RECORD AND CLICK THE DELETE OR UPDATE BUTTOM. (3) CI
" THE CANCEL OR BACK BUTTON TO RETURN TO THE HOME PAGE. (4) IF YOU HAVE MADE ANY CHANGES, THEY HAVE NOT BEEN S AVED. CLICK THE NEXT BUTTON TO CONTINUE.
Information page. Emergency Contacts
Select Object: Dekte Update | | Add
Salect Status Frst Name Last Name Mobile Phone (J00(-300(-XXXX) Work Phone (XXX-X00(-XXXX) Home Phone (J0O(-XOXX-XXXX) Contact Type Primary Contact
If you have o Bradley it 909-555-1212 Spouse Yes
H'H @] Shilch Jolie-Oitt 301-555-1212 Child No
additional © how m oot ovssoms Pvs o
changes, click Add
o )
tO add another Home Logout Preferences Help

Privacy Statement

contact. To update
a contact, go to
step 9 in this job — g
aid. To delete a TR MONTGOMERY JIND T 'maRryLAND
contact, go to step FARM 69 - EBSTST21

13 in this job aid. s

7 Navigator v B Fawrites ¥ Home Logout Preferences Help

Cancel %I Subgtl

On the Emergency rnicston Ert s e e -Mcvtepy ik ¥
CO ntacts . ReV| eW =4 ! :;(Elz—l.i»liES BELOW. CLICK THE BACK BUTTON TO MAKE ADDITIONAL CHANGES. IF EVER YTHING IS CORRECT, CLICK SUBMIT.
page (bottom .
. . Emergency Contacts
image), review your N
opos

changes. If oo
eve ryth|ng is Mobik Phone mm-xxx-m)w;ﬁs&m

Contact Type Father
correct, click BmGmRa o

Submit. Gl | [ack | St

Home Logout Preferences Help

Privacy Statement

UPDATE AN EXISTING EMERGENCY CONTACT:

9. | To update an
existing emergency Emergency Contacts Exfra Information
contact, select the

Employes Mame  Jolie, Angie S.
CpntaCt and then Organization Email Address
Clle the Update (1) TO ADD A MEW EMERGENCY CO@TACT, CLICK THEADD BUTTOM. (2) TO DELETE OR UPDATE AN EXISTING EMERGEMCY COMTACT, SELECT THE APP|
BEEM SAVED. CLICK THE MNEXT BU M TO CONTINUE.
button.
Emergency Contacts
SeectObject: _Dekte | e
Select Status Rrst Name Last Name Mobile Phone (00200 2000() Work Phone (200X-200(-200(X)
@] Bradley Pitt 009-555-1212
‘—Shiloh Tolie-Oitt
o Jon Voight 424-555-9999

Privacy Statement
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10.

Make the
necessary changes
(in the example to
the right, a mobile
phone number is
being added), and
click the Apply
button.

MONTGOMERY

FARM 69 - EBSTST21

n Navigator ¥ e Faworites ™

MARYLAND

MCG HR Employee Self-Service

Home Logout Prefers

Emergency Contacts

Employee Mame Jolie, Angie 5. Employee Number 21120

Organization Email Address Business Group Montgomery County MD
PLEASE USE THIS FORMAT FOR UPDATING TELEPHOME NUMBERS: XOO(-X00-X000{. AFTER ENTERING YOUR CHANGES, CLICK THE APPLY BUTTOM TO CONTINUE.

=FirstMame [Shiloh |
* LastMame [Jolie-Oft

Mobile Phone (X00(-X00(-3000()  [424-777-4545] x

Work Phone (XXK-XXX-3000()

Home Phone (3006-X004-2000¢)  [301-555-1212
Contact Type [ Child

Primary Contact

o

11. y ..
tyou're finished MONTGOMERY
H MCG HR Employee Self-Service
updating your
FARM 69 - EBSTST21
eme rg en Cy M Navgabrv B Fawries ¥ Home Logout Preferences Help
contacts, click Next £ Contacts Extra e
et
on the Em ergency Employes Name  Jolie, Angie S. Employee Number 21120
Organization Email Address Business Group Montgomery County MD
CO ntacts: EXtra (1) TO ADD A NEW EMER GENCY CONTACT, CLICK THE ADD BUTTON. (2) TO DELETE OR UPDATE AN EXISTING EMERGENCY CONTACT, SELECT THE APPROPRIATE RECORD AND CLICK THE DELETE OR UPDATE BUTTON. (3) C4
X THE CANCEL OR BACK BUTTON TO RETURN TO THE HOME PAGE. (4) IF YOU HAVE MADE AINY CHANGES, THEY HAVE NOT BEEN SAVED. CLICK THE NEXT BUTTON TO CONTINUE.
Information page. T
Select Object Dekete Update | | Add
Select Status First Name Last Name Mobie Phone (XXX-XXX-X00(X) Work Phone (XXX-XXX-X000{) Home Phone (XXX-XXX-XXXX) Contact Type Primary Contact
O Bradey  Pitt 999-555-1212 Spouse Yes
@® Updated Shioh  Jolie-Oitt 424-777-4545 301-555-1212 child No
(] Jon Voight 424-555-0009 Father No
o] v
Home Logout Preferences Help
Privacy Statement
12.
If you have
. Emergency Contacts Review 4
additional

changes, click
Update to update

another contact. To
delete a contact,
go to step 13 in this
job aid.

Carv:e_l| Back||5ubg|t|

Employee Number 21120
Business Group Montgomery County MD A

Employee Mame Jolie, Angie S.
Organization Email Address

Emergency Contacts
Current Proposed
First Name Shilch Shilh
Last Name Jolie-Citt Jolie-Oitt
Mobile Phone (XXX-200(-200(X) 424-777-45450

Home Phone (30(X-20(X-XXXX) 301-555-1212 301-555-1212
Contact Type Child Child
Primary Contact Mo No

v

L] ]

Home Logout Preferences

Privacy Statement
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DELETE AN EMERGENCY CONTACT:

After you Submit
your changes, you
will see a
confirmation that
your changes have
been applied.

From here, you can
click the Logout link
at the top-right to
log out, or click the
Home link or button
to return to the
home screen.

13. | To delete an Emergency Contacts Exfra Information
emergency
contact, select the ]
contact and click o mp'”‘fﬁ;ﬂ%‘ame Joke, Angie 5.
the Delete button. Organization Emiail Address
(1} TO ADD A NEWW EMBRGEMCY CONTACT, CLICK THE ADD BUTTOM. (2) TO DELETE OR. UPDATE AN EXISTIN
BEEM SAVED. CLICK THR MEXT BUTTOM TO COMTINUE.
Emergency
Select Object: Update | | Add |
Salect Status Arst Name Last Name Mobile Phone (300300020000
@] Bradley Pitt 999-555-1212
9] Shiloh Jolie-Oitt 42477 7-4545
‘— Jon Voight 424-555-0099
14. C||Ck Next Contacts Extra <
Cancel %
Employee Mame  Jolie, Angie S. Employee Number 21120
(N Ote ' alth 0 u g h th e (1) TO ADD A NEW EMERGE‘ICYSE?I;?:S:?EE;;M'QEE:\:; BUTTOM. (2) TO DELETE OR UPDATE AN EXISTING EMERGENCY CONTACT, SELECT THE APPROPRIATEURSECE(;S[m; :’L’?c):?:;sg%':vup’::ﬁ BUTTON. (3) CLIC
Status for that CANCEL OR BACK BUTTON TORETURN TO THEHOME PAGE. (4) F YOUHAVE MADE ANY CHANGES, THEY HAVE NOT BEEN SAVED. CLICK THE NEXT BUTTON TO CONTINUE.
[Emergency Contacts
contact Says Select Object  Delete | Update | | M
Deleted you mUSt Select Status First Hame Last Name Mobile Phone (XOG(-X0XX-XXXX) Work Phone (J00X-XXX-X(¢X) Home Phone (XXX-XXX-XXXX) Contact Type Primary Contact
! O Bradle Pitt 999-555-1212 Spouse Yes
St||| C|iCk Next and (o] smlnhv Jolie-Oitt ~|424-777-4545 301-555-1212 cm No
then Subm|t on the ® Deleted Jon Voight 424-555-9999 Father No
Emergency T Home Logout Preferences Help — %
Contacts: Review FLize SEGILL
page for the
deletion to be . e =i
saved) i on s - rem—— I
==
15.

MARYLAND
MCG HR Empioy ee Sell-Senvice -

[T T —

Home Logout Preferences Help

Your changes have been applied.

Home Logoul Prelerences Heip
Paacy Sttemant
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